SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/09/ 14 CLCSI NG DATE: 01/21/14 (4:30 PM
SCDC | NTERNAL TI TLE: RCDS ANALYST | SCDC POSI TI ON #: 010229

HOURS/ VEEKLY: 040. 00 SHI FT SCHEDULE: 01 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON:  KI RKLAND CORRECTI ONAL | NSTI TUTI ON, COLUMBI A (RI CHLAND) LEVEL 3

STATE JOB TI TLE: RECORDS ANALYST | STATE JOB CLASS: BH10
BAND: 03 SALARY RANGE $ 021063 - $ 038975 SPECI AL | NCENTI VE: NO
LEVEL: E SALARY RANGE $ 024647 - $ 038975 SCEIS POSITION #: 61019026

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCOL DI PLOVA AND EXPERI ENCE | N RECORDS MANAGEMENT,
| NFORMATI ON SYSTEMS, OR COFFI CE ADM NI STRATI ON.

AGENCY PREFERRED QUALI FI CATI ONS:
TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

THE | NCUMBENT | S RESPONSI BLE FOR PERFORM NG A W DE RANGE OF DUTI ES
ASSOCI ATED W TH THE CREATI ON OF | NVATES' WARDEN RECORDS AT THE

KI RKLAND RECEPTI ON AND EVALUATI ON CENTER. REVI EWS, | NSPECTS AND
ANALYZES ALL RECORDS TO ENSURE THAT ALL SUBSEQUENTLY GENERATED
DOCUMENTS AND MATERI ALS ARE PROPERLY FI LED THEREIN TO | NCLUDE ALL DATA
GENERATED BY THE CRT | NTERVI EWS, Pl CTURES, COWM TMENT ORDERS, AND ANY
OTHER DATA RECEI VED FROM OUTSI DE AGENCI ES OR WTHIN THE R & E AREA.
COWPI LES REPORTS TO | NCLUDE THE END OF THE MONTH REPORT. DOCUMENTS
DETAI NERS, WARRANTS AND COWM TMENT ORDERS RECEI VED. CONDUCTS MONTHLY
RECORD AUDI T. ENSURES RECORDS ARE | N GOOD CONDI TI ON, CONSOLI DATED AND
PROPERLY FI LED. COWPLETES RECORD CHECKLI ST SCDC FORM 18-15. ENSURE
RECORDS CONTAI N V/ W STI CKERS AND ESCAPE STI CKERS. MAI NTAIN | N QUT
CHECK LOG SCDC FORM 18- 24. PERFORM OTHER RELATED DUTI ES AS REQUI RED.
COMVENTS:

MUST SATI SFACTORI LY COVPLETE SCDC BASI C TRAI NI NG
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